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          To ensure that all administrative matters are properly taken care of, the Employee Out-Processing Form
         must be completed before you leave. The form is to be completed in accordance with the following
         instructions. 
To ensure that all administrative matters are properly taken care of, the Employee Clearance Form must becompleted before you leave. The form is to be completed in accordance with the following instructions. 
 
To make your clearing process as easy as possible, the Human Resources Team will initiate the form and forward it to you for completion and processing. Your supervisor must sign the form in the place indicated. You must get clearance signatures on the other items as indicated. You are responsible for making sure any property charged to you is turned in as soon as possible. Also, if you have property that must be transferred to another person, expedite transfer as soon as possible before leaving. On your last day at work, you must personally turn in your Identification Badge and building access card to SSC Security, in Building 8000. It is important that the Employee Out-Processing Form be completed on the day of your departure. If it is not completed, including the turn-in of your Identification Badge, your final paycheck may be withheld until the form is properly completed. Return the completed form to the Human Resources Team. If you have any questions, please feel free to contact the Business and Administration Office, Human Resources Team. When an employee discontinues their employment with the NASA Shared Services Center (NSSC), it is important that ongoing communications or inquiries from our customers be redirected in such a way that customers can continue to obtain the information they need in a timely and efficient manner. For information please view the departing employee and supervisor instruction link at:  
 
To make your clearing process as easy as possible, the Human Resources Office will initiate the form and forward it to you for completion and processing. Your supervisor must sign the form in the place indicated. You must get clearance signatures on the other items as indicated. You are responsible for making sure that any property charged to you is turned in as soon as possible. Also, if you have property that must be transferred to another person, expedite transfer as soon as possible before leaving. On your last day at work, you must personally turn in your Identification Badge and building access card to SSC Security, in Building 8000. It is important that the Employee Clearance Form be completed on the day of your departure. If it is not completed, including the turn-in of your Identification Badge, your final paycheck may be withheld until the form is properly completed. Return the completed form to the Human Resources Office. If you have any questions, please feel free to contact the Business and Administration Office, Human Resources Team. When an employee discontinues their employment with the NASA Shared Services Center (NSSC), it is important that ongoing communications or inquiries from our customers be redirected in such a way that customers can continue to obtain the information they need in a timely and efficient manner. For information please view the departing employee and supervisor instruction link at:
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I certify that all government property (including official records) charged to me and any funds advanced to me have been returned, repaid, or adjusted.
I certify that all government property (including official records) charged to me and any funds advanced to me have been returned, repaid, or adjusted.
I certify that all government property (including official records) charged to me and any funds advanced to me have been returned, repaid, or adjusted.
Signature of Employee
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Note: If you are currently responsible for performing a function associated with SAP workflow, please notify your supervisor so that an alternate can be assigned.
 
Note: If you are currently responsible for performing a function associated with SAP workflow, please notify your supervisor so that an alternate can be assigned. 
Note: If you are currently responsible for performing a function associated with SAP workflow, please notify your supervisor so that an alternate can be assigned. 
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